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Please distribute this Alert to any users within your agency who are responsible for absence and attendance entry in SAP.
This Time Alert includes the following information:

  

·  INACTIVE EMPLOYEE RECORDS
Inactive Employee Records.   We have received BCPO reports regarding retroactive adjustments resulting in pay changes for inactive employees.  This alert is being issued as a reminder that agencies SHOULD NOT routinely correct records for inactive employees.  Following are the exceptions to this:
· Mandates by court orders or awards

· Contractual entitlements

· Exceptional circumstances mutually approved by the Office of Administration, BCPO and the agency central HR office  
Questions regarding this alert should be directed to Susan Doyle (sdoyle@state.pa.us), Scott Coleman (sccoleman@state.pa.us), Laurie Cohrac (lcohrac@state.pa.us), Jose Munoz (jomunoz@state.pa.us) or Betty McCloskey (bmccloskey@state.pa.us).
